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POLI CE COMVUNI CATI ONS OFFI CER |

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible position in the
communi cations division of the police departnment, the primry
duties of which involve assisting the Assistant Police Chief
with operations managenent of the communications division and
supervi sion of Police Conmunications Oficers |I. The enployee
of this class nonitors the work of subordinate enployees and
provides training as necessary. The Police Communications
Officer Il provides for the general care, maintenance and use of
departnmental conmunications equipnment, and supervises the
preparation and mai nt enance of division r records and reports. The
enpl oyee of this class receives only general instructions from
the Assistant Police Chief and perforns independently in nost
areas. The Police Comruni cations Officer Il reports to and has
work reviewed by the Assistant Police Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which nmay be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Supervi ses Police Conmunications O ficers | in the performance
of di spatching duties. |Inspects the appearance of equi prent and
per sonnel . Revi ews records and reports conpl et ed by

subordi nates. Counsels enployees who are experiencing work
probl ens and di scusses work perfornmance. Makes recomrendati ons
for disciplinary action. Provi des technical assistance to
subordi nates. Prepares training materials and provides training
i n departnmental dispatch procedures and the operation and use of
conmuni cati ons equi pnment .

Supervises the general care, mai nt enance, and use of
departnmental conmuni cations equi pnent. |nspects conmunications
equi prent and provides for the repair of any nmalfunctioning
equi pment according to department procedures. Purchase or
recommends the purchase of equipnment supplies in the manner
provi ded by | awful authority, keeping such purchases within the
est abl i shed budget. Orders all supplies and equi pnment needed by
the division. Disburses supplies and equi pnent as needed.

Supervi ses the preparati on and nai ntenance of division records
and reports by reviewi ng records conpl eted by subordi nates and
periodically inspecting systens and facilities for maintaining
such. Keeps records and wites reports concerning division
operations. Develops new forns or revises old ones in order to
i nprove accuracy and efficiency of docunentation. Provides for
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and insures that accurate division records are maintained.
Retrieves information fromrecords for any persons authorized to
request such information. Wites letters in answer to witten or
oral requests addressed to the communications division or as
needed to handle problens or to address other needs of the
comruni cati ons division. Conpiles and anal yzes data needed for
reports. Personally conpletes forns and records required.

Assi st in answering enmergency and non-energency tel ephones for
the police departnent, taking appropriate action as designated
by departnment policy. Determ nes unit to be dispatched and
di spatches unit follow ng departnmental procedures. Oper at es
control board for individual pocket pager system to call
desi gnated officers when necessary. Keeps track of the | ocation
and status of enmergency units at all times using the conputer-
ai ded di spat ching (CAD) di spl ay. Takes requests fromunits and
provides for requested assistance follow ng departnenta
procedures. Watches or listens to nonitors registering burglar
alarms and foll ows established procedures when such alarns are
received. Operates office paging or intercom system to relay
messages and information to departnent personnel.

Recei ves conpl aints over the tel ephone or from other sources,
t aki ng as nmuch i nformati on as possible fromcall er such as nane,
address, nature of problem and any other information required
by departnental procedures. Enters all conplaints and rel ated
information into conputer by use of conputer keyboard, using
appropriate codes and signals. Communicates wth hearing
inpaired callers wutilizing telecommunications devices and
software for the deaf.

Operates teletype and conputer keyboard and uses designed
teletype and conputer codes to send or receive nessages
concerning drivers |icenses, runaways, crimnal records, or
related matters from NCIC or other |aw enforcenent agencies.
Li stens to other radi o frequenci es such as sheriff’s departnment,
state police, fire departnent, or others to keep track of
activity in the area and to take appropriate action when
necessary. Notifies special units of agencies designated by
departnmental procedures in special or emergency situations.

Perfornms any rel ated duties as assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents listed bel ow nust

be met by the filing deadline for application for admi ssion to
the test.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must have a high school diploma or a valid certificate of
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equi val ency issued by a state departnment of educati on.

After offer of enploynment, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must possess at | east two (2) years of full-tinme work experience

as a dispatcher within a communications division of a |aw
enf orcement agency.
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